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2. 

 

Click “Route” 

Leave on “For 
Approval” 

Click “Submit” 
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4. 

 
 

1. Change to 
“New Route” 

2.  Click “Submit” 

Click on “Add 
Approver”  
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6. 

 

Click “User ID” 

Type “User ID” in 
For field then click 
“Display.” 

Click on  “Add 
Approver” 
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Click “User ID” 

Type “User ID” in 
For field then click 
“Display.” 

Click on  “Add 
Approver” 
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Click “User ID” 

Type “User ID” in 
For field then click 
“Display.” 

Click “Send” if more 
approvers need to 
be added click “Add 
Approvers.”



 
11. 

 
 
 
12. 

 
 
 

Enter comments in box 
then click “Add 
Comments.” If 
comments are not needed 
click “Skip Comments.” 

Verify version changes to 
Base-Pending. 


